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(c) Employees. All Commission per-
sonnel shall be familiar with the stand-
ards of conduct governed in this direc-
tive and the laws governing conflicts of
interest and post employment restric-
tions, and shall comply with them.
When in doubt as to the permissibility
of an action under the terms of this di-
rective, the employee shall not act
without first consulting the immediate
supervisor and as appropriate seeking
the advice of the Designated Agency
Ethics Official.

(d) Office of Management Operations.
(1) The Office of Management Oper-
ations shall give each employee a copy
of these regulations and shall conduct
an oral briefing on their contents,
within 30 days of approval. New per-
sonnel shall receive a copy and oral
briefing promptly upon assuming their
duties. Additions and amendments
shall be similarly communicated upon
approval.

(2) The Office shall conduct annual
review sessions of these standards for
all personnel.

(3) The Office shall provide the Des-
ignated Agency Ethics Official with
necessary administrative and clerical
staff support.

§700.509 Duties of the
agency ethics official.

The Designated Agency Ethics Offi-
cial shall coordinate and manage the
agency’s ethics program. The Deputy
Ethics Official shall serve as alternate
Agency Ethics Official in the absence
of the Designated Agency Ethics Offi-
cial, or upon his or her express delega-
tion. Specific duties of the Officer in-
clude:

(a) Liaison with Office of Government
Ethics (OGE). The Designated Agency
Ethics Official shall establish and
maintain close working relations with
the OGE, and shall coordinate commu-
nications between the Commission and
OGE through the Agency Liaison Divi-
sion and Office of Ethics of the General
Services Administration. If the Des-
ignated Agency Ethics Official receives
a request which he or she believes
should be answered by the Office of
Government Ethics, a referral proce-
dure is available. Requests for advisory
opinions shall be submitted as specified
in 5 CFR 738.304. The Designated Agen-

designated
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cy Ethics Official shall provide the
OGE with records, reports and any
other information which may be re-
quired under the Ethics in Government
Act (Pub. L. 95-521, as amended) or re-
quested by the OGE.

(b) Review of statements. The Des-
ignated Agency Ethics Official shall re-
view the statements of employment
and financial interest submitted by
agency personnel assessing the applica-
tion of conflict of interest laws and
regulations to the information re-
ported. When the review discloses a
conflict, or the appearance of a con-
flict, between the private interests of
an employee and the performance of
his or her duties as a Commission em-
ployee, the Designated Agency Ethics
Official shall bring the conflict to the
attention of the employee, grant the
individual an opportunity to explain
the conflict, and attempt to resolve it.
If the conflict is not resolved at this
point, the Designated Agency Ethics
Official shall forward a written report
on the conflict to the Chairman of the
Commission recommending  appro-
priate action. In developing the rec-
ommendation the Designated Agency
Ethics Official may consult, as appro-
priate, with the agency General Coun-
sel and the GSA Ethics Office.

(c) Education and counseling program.
The Designated Agency Ethics Official
shall design and conduct an education
and counseling program for supervisors
and employees on all ethics and stand-
ards of conduct matters, including
post-employment matters. Records
shall be kept as appropriate on the ad-
vice rendered.

(d) Administrative systems review. The
Designated Agency Ethics Official
shall ensure that these regulations and
implementing administrative systems
are evaluated annually to determine
their adequacy and effectiveness in re-
lation to current agency responsibil-
ities. Amendments shall be developed
and approved pursuant to the results of
systems review.

§700.511 Statements of employment
and financial interests.

(a) Employees required to file state-
ments. (1) Members of the Commission
shall submit Financial Disclosure Re-
ports (SF-278) to the Deputy Ethics
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Counselor of the Department of Inte-
rior, according to instructions received
from that office. Issues of real or ap-
parent conflict of interest which in-
volve employees of the Senior Execu-
tive Service shall be resolved by the
Ethics Officer of the Department of the
Interior.

(2) The Designated Agency Ethics Of-
ficial shall submit SF-278 to the Office
of Government Ethics for review.

(3) The employee appointed as Dep-
uty Ethics Official and incumbents of
the positions listed below shall file
NHIRC form 738.1F with the Designated
Agency Ethics Official:

(i) Executive Director.

(ii) General Counsel.

(iii) Assistant Director for Manage-
ment Operations.

(iv) Assistant Director for Relocation
Operations.

(v) Chief, Technical
sion.

(vi) Chief, Realty Division.

(vii) Chief, Advisory Services Divi-
sion.

(viii) Chief, Office of Research, Plan-
ning and Evaluation.

(ix) Procurement/Fiscal Officer.

(x) Realty Specialists.

(xi) Construction Inspectors.

(4) The Designated Agency Ethics Of-
ficial may require Statements of Em-
ployment and Financial Interest from
employees in other specified positions,
if analysis of duties and responsibil-
ities shows the positions meet the cri-
teria listed in paragraph (b) of this sec-
tion.

(5) Special Government Employees
shall file NHIRC form 738.2F with the
Designated Agency Ethics Official
prior to beginning employment or serv-
ice with the Commission. The Des-
ignated Agency Ethics Official may
waive this requirement if the duties of
the position held by the special Gov-
ernment employee are of a nature or at
such a level of responsibility that the
submission of the statement by the in-
cumbent is not necessary to protect
the integrity of the Commission or the
Government.

(b) Criteria for selection of positions
subject to filing requirements. The fol-
lowing criteria govern selection of em-
ployees who must also file statements
of Employment and Financial Interest

Services Divi-
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(NHIRC Form 738.1F) with the Des-
ignated Agency Ethics Official.

(1) Statements of Employment and
Financial Interest shall be required of
employees holding positions which are
responsible for:

(i) Contracting or procurement.

(if) Administering or monitoring
grants and subcontracts.

(iii) Other activities where the deci-
sion or action has an economic impact
on the interests of any person or non-
Federal enterprise.

(2) When a new position is established
or the duties of an existing position are
materially changed, the position shall
be evaluated pursuant to the criteria of
this section to determine whether or
not it should be designated as one re-
quiring the incumbent to submit a
Statement of Employment and Finan-
cial Interests.

(c) Interests of relatives. The interest
of a spouse, minor child, or other mem-
ber of an employee’s immediate house-
hold is considered to be an interest of
the employee. Reports must include
but are not limited to identification of
such an individual’s employer, finan-
cial holdings and debts. These provi-
sions also apply to special Government
employees.

(d) Employee complaint against filing
requirements. An employee who believes
that his or her position has been im-
properly included among those requir-
ing the submission of a Statement of
Employment and Financial Interests
may obtain review through the Com-
mission’s administrative grievance
procedure.

(e) Procedures for obtaining statements.
Following approval of these regula-
tions, the Designated Agency Ethics
Official shall give each employee and
special Government employee required
to file under this part, a copy of the ap-
propriate NHIRC form. An enclosure
with the form shall advise that:

(1) The completed form shall be re-
turned in a sealed envelope marked
“personal-in confidence” to the Des-
ignated Agency Ethics Official within
30 days.

(2) The services of the Designated
Agency Ethics Official are available to
assist and advise in preparation of the
statement.
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(3) Any additions or deletions to the
information furnished must be reported
within 30 days of the time they occur,
or in the case of a special Government
employee, at the time the change oc-
curs, and

(4) No later than June 1 of each year
all employees and special Government
employees required to file under para-
graph (a)(3) of this section shall file an

annual supplementary statement to
update the information previously
filed.

(5) New employees required to file
under paragraph (a)(3) of this section
shall submit a statement within 30
days of beginning employment with the
Commission.

(e) Confidentiality of statements. State-
ments of employment and financial in-
terest shall be held in confidence. Ac-
cess to information from the state-
ments shall not be disclosed except to
carry out the purpose of this directive.

(f) Resolving conflicts of interest. When
the Designated Agency Ethics Official
determines from review of the state-
ment that a conflict of interest may
exist, the submitter shall have the op-
portunity to provide additional infor-
mation, which shall become part of the
record. The Designated Agency Ethics
Official and the concerned employee
shall make every effort to resolve the
conflict in a manner that is mutually
acceptable. If these efforts are not suc-
cessful the Designated Agency Ethics
Official shall forward a report and rec-
ommendation to the Chairman of the
Commission for final action. Remedial
action directed by the Chairman may
include but is not limited to:

(1) Disqualification for a particular
assignment.

(2) Change in assigned duties.

(3) Divestment of the employee or
special Government employee of the
conflicting interests.

(4) Disciplinary action, including re-
moval.

§700.513 Business dealings on behalf
of the government.

(@) All employees shall conduct
themselves on the job so as to effi-
ciently discharge the work of the Com-
mission. Employees shall observe cour-
tesy, consideration and promptness in
dealing with clients, other govern-

§700.515

mental agencies, and members of the
public.

(b) Commission personnel conducting
business with contractors, realtors,
vendors, service providers and other
public and private agencies, organiza-
tions, business and individuals shall
maintain strict impartiality in their
business dealings. Commission employ-
ees shall not allow themselves to be
placed in a position in which a conflict
of interest might arise or might justifi-
ably be suspected. Such a conflict may
arise or appear to arise by the accept-
ance of gratuities or by any action
which could reasonably be interpreted
as influencing the strict impartiality
that must prevail in all business rela-
tionships involving the Commission.
However, this requirement of impar-
tiality is not intended to prohibit advo-
cacy of client interests, as is required
as a stated duty of certain agency posi-
tions. Such advocacy may occur for ex-
ample during warrantee representation
or during technical representation with
builders.

§700.515 Conflicts of interest.

(a) A conflict of interest may exist
when an employee uses, or appears to
use, his or her official position to ob-
tain benefits for himself or herself,
close friends, relatives, or business as-
sociates. A conflict of interest may
also exist if an employee’s private ac-
tivities interfere with the proper dis-
charge of his or her official duties. If
an employee has any doubt about
whether or not a particular situation
is, or gives the appearance of being a
conflict of interest, the situation
should be discussed with the immediate
supervisor. Should further review be
required, the Designated Agency Ethics
Official shall be consulted.

(b) Principal situations where con-
flict of interest may develop are regu-
lated by the sections which follow.
However, these regulations do not pre-
clude other conflict of interest situa-
tions which may arise in connection
with the work of the Commission.

(c) These prohibitions apply to all
Commission employees, whether or not
they are required to file financial and
employment disclosure statements.
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